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English 4275: Internship in Professional Writing
Director:
Office:
Phone:

Dr. Terri Fredrick
Coleman Hall 3070
581-6289 (home) or 217-714-6028 (cell)

Email
tafredrick@eiu.edu
Office Hours: W 9-12; Th 10-12; and by appointment

Course Goals and Objectives
Coursework can provide students with the framework necessary to communicate effectively in
professional settings; when writing or editing in the workplace, however, the principles learned
in classes must be adapted to fit the rhetorical situation (audience, purpose, and context). The
internship in Professional Writing is designed to give you practical experience in creating
communication that fits the specific needs of a company or organization. Through the course,
you will also be given the opportunity to reflect on topics such as organizational culture,
enculturation, effective workplace writing practices, collaboration, technology, and research in
professional settings.

Course Requirements
Internship hours: As part of the course, you are responsible for 150 hours at the organization or
company where you have been placed. You and your internship supervisor should establish a
work schedule in which you will accomplish the required hours.
Meetings with director: Although there are no in-class hours associated with this course, you
will meet with me three times: after your first two weeks in the internship, at midterm, and one to
two weeks before the end of the semester. You are, of course, welcome to meet with me as
many additional times as you'd like. If your internship will be held out of town, you may arrange
to meet with me over the phone or via instant messaging.
Observation: If possible, I will observe your work once during the semester.
Supervisor evaluations: At midterm and again at the end of the semester, your internship
supervisor will be asked to complete a brief evaluation of your work and professionalism.
Writing assignments: As part of the course, you will submit writing that demonstrates the
professional writing you have done as part of your internship and your reflection on that work.

•

Reflective log: Throughout the semester, you will write a reflective log that documents your
experiences in the internship. Several prompts will be provided to you, but you are welcome
to write on any topic that arises. You will bring your reflective log to each meeting with the
internship director and submit a final copy at the end of the semester.

•

Portfolio: At the end of the internship, you will create a portfolio of all the work that you
have composed, revised, or edited (either individually or collaboratively).

•

Self-assessment: You will write a two- to three-page single-spaced memo discussing the
work included in your portfolio, focusing on the strengths, weaknesses, challenges,
development, or possibilities for the future that the work demonstrates.

Note: This course is graded on a Credit/No Credit basis. You must complete all work at a
satisfactory or better level to receive credit.

Reflective Log
You will maintain the reflective log throughout the semester. By the end of the internship, you
should have at least 30 entries (-2 per week). Entries may be of varying lengths, but they should
be typed. The goal of this log is that it be reflective, which means rather than summarizing what
you have done, you record your thoughts and analysis of the experiences you have had.
Because this log is designed to be an ongoing reflective record, you might find that later entries
contradict or contextualize earlier entries. That's ok. There is no need to revise those earlier
entries to create a single, coherent record. If you find that you've changed your mind about
something you said earlier, simply discuss that in your most recent entry.
Below is a list of topics that you might use to prompt your entries. You are, of course,
encouraged to write on any topic that arises, and a single entry may address more than one topic.
You may also reuse prompts as often as you'd like.
•

Before beginning the internship, what are your expectations? Concerns or fears? Hopes?

•

Describe the space of your internship? What is the environment like? What are the strengths
and drawbacks of this environment? What can you tell about the values or power
relationships of the organization or company by the way it arranges and decorates its space?

•

What kind of training did you receive? What was helpful (or not helpful) about that training?
How would you have liked the training to be different?

•

Do you know the people you will be working with? How have you been able to establish a
professional and/or personal relationship with them?

•

What do you do when you have a question about your work?

•

What kind of research do you do for your writing? Are you provided with the materials you
need? Do you have to find information on your own? What new types of research have you
had to learn?

•

Analyze one of your writing or editing projects. How did you get the assignment? Did it
connect to previous work you had done? How did you decide what to write? How to
organize? What tone to use? What to leave out?

•

What process have you used for editing? What is most difficult about editing? What
resources are useful to you?

•

What is your relationship to your supervisor? To your co-workers?

•

To what degree do you work independently and/or out of the office? What are the advantages
and disadvantages of this?

•

How would you describe the role collaboration plays in the work you have done?

•

How would you describe your work with customers or clients? What are the challenges and
positives of working with people outside the organization or company?

•

What kinds of technology do you use for your work? What do you like/dislike about it?

•

What has been the most surprising aspect of your internship so far?

•

What do you wish you had done differently as part of your internship?

•

What aspects of your internship work are you particularly proud of?

•

What has been the most important learning experience in your internship so far?

•

Looking back on the internship, how has it met your initial expectations or fears?

'
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Portfolio and Self-Assessment Memo
At the end of the semester, you will put together a portfolio that includes all the documents you
composed, revised, and edited. Some of these documents will be formal, such as annual reports,
brochures, and edited articles, while other work might be less formal such as email to colleagues
or clients and meeting minutes.
The goal of the portfolio is to demonstrate the work you have engaged in over the course of the
semester. You should arrange your portfolio to draw my attention to the different projects and/or
types of tasks you have worked on. Your portfolio should be packaged professionally
(professionally does not mean "expensively") to show your work in the best light. The portfolio
should be easy-to-navigate. Some tips:
•

The closer a document is to the beginning of a portfolio or section, the more attention it
generally receives

•

Tabs or divider pages draw readers' attention to categories of information and key points

•

Divider pages can include brief explanatory notes that describe what the documents in a
section are and under what circumstances they were created

•

Readers expect to find everything related to a specific topic in one clearly labeled place

Included at the front of your portfolio will be a two- to three-page (single-spaced) memo that
discusses your internship work this semester. In discussing your work, you should refer
specifically to some of the pieces included in your portfolio as examples.
You may organize your self-assessment in any way you choose. If necessary, you may use one or
more of the prompts below to focus your thinking:
•

What pieces in your portfolio are you particularly proud of and why?

•

What challenges did you face in your professional communication during the internship,
and how have you (started to) overcome them?

•

What composing, revising, editing, designing, or speaking strengths are demonstrated in
the portfolio?

•

What areas of your professional communication would you like to continue to improve?
What might you do to improve them?

•

What are the most important professional communication skills or concepts you have
learned through this internship?

•

How do you plan to use your professional communication abilities in the future?

